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Overview 2-21-2012 
 
The Division's State Central Registry (SCR) operates: 
 

 A 24 hour toll-free Child Abuse and Neglect Reporting Hotline: 1-877-NJ ABUSE 
(1-877-652-2873); 
 

 A 24 hour in-state, toll-free administrative hotline for SPRU staff only 
(confidential); 
 

 A 24-hour in-state, toll-free TTY-TDD Child Abuse and Neglect Reporting Hotline 
for Deaf and hard of hearing callers: 1-877-294-4356; and 
 

 A 24-hour toll-free hotline, the Safe Haven for Infants Hotline, established by the 
Department of Children and Families pursuant to the New Jersey Safe Haven 
Infant Protection Act, housed within the SCR Center and manned by SCR 
screening staff: 1-877-839-2339. 

 
In accordance with State health regulations, smoking is not permitted in the State 
Central Registry Center. 
 
SCR Chain of Command After Hours 2-21-2012 
 
The chain of command for SCR operations after hours is as follows: 
 

 SCR Screener reports to the SCR Supervisor or Casework Supervisor (or on-
call/off site Supervisor). 
 

 SCR Supervisor or Casework Supervisor reports to the SCR Administrator or on-
 call designee. 
 

 SCR Administrator reports to the CP&P Assistant Director. 
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Qualifications of SCR Part-Time Screener 2-21-2012 
 
Staff who serve as Screeners at SCR after hours are either: 
 

 SCR "day" staff, working "overtime" - full time employees, who work for CP&P as 
SCR Screeners - who obtain approval from their immediate SCR Supervisor 
 to serve after hours (work to earn "overtime" pay); or   

 DCF/CP&P employees, who meet the following qualifications: 
 

- Be a CP&P employee in active, full-time status (an employee in 
inactive status is not eligible to serve as a part-time SCR Screener); 

- Be recommended by daytime Supervisor, with permission of his or 
her LO/IAIU Manager/Administrator, or other DCF/CP&P 
Manager/Administrator; 

- Be willing and able to work after regular CP&P business hours 
(nights, weekends, State holidays, and emergency office closings); 

- Be employed, at present, as a CP&P Family Service Specialist II or 
I (FSS II or I), as a Supervising Family Service Specialist II (SFSS 
II), or in another approved CP&P title. SPRU experience is 
preferred; 

- Attend SCR orientation sessions conducted by the SCR 
Administrator or designee; 

- Attend mandatory SCR staff meetings, held quarterly, and special 
meetings/training, as necessary. 

Once an employee, who meets these credentials, is "hired" to work SCR on a part-time 
basis, he or she may continue to serve provided that: 
 

- The employee produces quality work, fulfilling the responsibilities of 
the position; 

- The employee maintains a positive PAR rating at his or her day-
DCF/CP&P job. (The LO Manager, Area Director/IAIU 
Administrator, or other Administrator to whom the employee 
reports, notifies the SCR Administrator if the employee's PAR rating 
falls to unsatisfactory); 

- The employee continues to meet the minimum requirements for 
hire (listed above), including being a DCF/CP&P employee in 
active, full-time status; and 
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- If the employee is promoted, his or her current job title is upgraded, 
or if he or she changes job titles within DCF/CP&P through a lateral 
transfer, the new position shall be no greater than Range 29. A 
DCF/CP&P employee who holds, or is promoted or reclassified to, 
a position/title above Range 29 shall be prohibited from continuing 
to serve as a part-time Screener at the State Central Registry. 

Part-time employees are required to notify the SCR Administrator -- in advance, 
whenever possible -- of any change or pending change in day-time DCF/CP&P job title, 
promotion, title upgrade, and/or transfer between DCF/CP&P offices or operations. 
 
If an employee loses eligibility to serve as a SCR part-time Screener, and is 
subsequently terminated from employment at the SCR Center, he or she may appeal 
this decision. See CP&P-II-D-1-100. 
 
Skills Necessary for SCR Screener 2-21-2012 
 
Skills necessary to work as a Screener at the SCR Center after hours include, but are 
not limited to, the ability to: 
 

 Interact positively with various representatives of the public (including Division 
clients, both adults and children, their families and neighbors, medical 
professionals, resource parents, adoptive parents, and other service providers, 
law enforcement officers, etc.); 
 

 Understand and assume full responsibility in the role of Screener at SCR, apart 
from any other role held in CP&P; 
 

 Make prompt screening decisions; 
 

 Work independently under minimal direct supervision; 
 

 Work cooperatively with fellow Screeners at the SCR Center, SPRU staff, and 
with DCF/CP&P management and administration; 
 

 Initiate appropriate referrals to other agencies and services; 
 

 Document screening activities in NJ SPIRIT with confidence, accuracy, and 
thoroughness; 
 

 Operate telephones, facsimile machines, and NJ SPIRIT operations with 
 proficiency; and 
 

 Compile statistics/documentation of work produced, as directed. 
 

In addition to these skills, the Screener should have thorough knowledge regarding: 
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 Child welfare/child protective services policy, guidelines, and forms; 
 

 CP&P service provision and philosophy of intervention; 
 

 SPRU philosophy of intervention; and 
 

 Resources available to families and children in New Jersey. 
 

Employee’s Day Job Can Impact Working Part-Time at SCR 2-21-2012 
 
A. Performance Issues:  
 
Part-time SCR staff productivity and performance is measured and monitored on an 
ongoing basis by SCR Administration through the NICE System and by other means. If 
performance deficiencies are found, they will be identified for the part-time employee in 
a Corrective Action Plan. The employee will be given the opportunity to remediate 
identified concerns. If problems or concerns persist, staff may be suspended or 
removed from the part-time roster. 
 
If the offense is particularly egregious, the part-time employee may be immediately 
removed or terminated. 
 
In addition, once a year the SCR Administrator sends a formal notification to each Local 
Office Manager who supervises a part-time Screener/Supervisor, to assure that the 
LOM is aware of, and approves the employee's continuing part-time status at SCR. 
SCR asks for written acknowledgement of receipt of the notice. The Manager is 
authorized to withdraw his or her approval for the employee to continue working part-
time at SCR. (See CP&P-II-D-1-700, Annual Certification.) 
 
An employee may be removed from part-time SCR Screener or Supervisor service due 
to performance issues related to his or her full-time job:  
 

 If an employee's performance rating at his or her CP&P day job falls to below 
satisfactory, he or she is automatically removed from participating in part-time 
SCR work. 
 

 If deficiencies in performance are identified and documented in the employee's 
 official work evaluation (Performance Assessment Review, PAR), which 
require the employee's full-time attention to remediate, the employee may be 
suspended or removed from part-time SCR work. 
 

The employee may be returned to part-time SCR service, if all of the following criteria 
are met: 
 

CPP-II-D-1-700_issuance.shtml
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 The employee's PAR performance improves to a level where he or she meets 
initial part-time Screener or Supervisor eligibility requirements,    
 

 His or her PAR rating is now satisfactory, and   
 

 The employee has corrected the deficiencies noted in the PAR so that he or she 
may assume the additional responsibilities of performing part-time SCR work. 
 

The Cost Center/Local Office Manager who supervises the employee full time, in 
consultation with the SCR Administrator or designee, determine, together, whether, and 
when, the employee can return to active SCR part-time service.  
  
B. Disciplinary Issues:  
 
If, at any time, a part-time SCR Screener or Supervisor receives a notice of disciplinary 
action for a performance problem at his or her full-time CP&P job, his or her part-time 
SCR work status is automatically reviewed. The review examines the relationship of the 
incident to an individual’s continued fitness and qualifications to work SCR, which 
includes a review of how the incident impacts initial part-time SCR staff eligibility 
requirements. Thus, serious daytime disciplinary matters would generally be grounds for 
immediate suspension from working at SCR as a part-time Screener or Supervisor. 
 
Part-time employees must notify SCR Administration of any disciplinary actions taken 
against them regarding their full-time DCF/CP&P job. Failure of staff to notify SCR 
Administration of such discipline may result in removal from the part-time system. 
 
Part-Time SCR Screener or Supervisor Performance Issues 2-21-2012 
 
With respect to part-time SCR work performance, a part-time Screener or Supervisor 
may be counseled, or, for more serious acts, he or she may be suspended or 
terminated from part-time SCR service.  
 
Reasons for adverse actions, suspensions, and removals from part-time SCR service 
include, but are not limited to, the following actions:  

 

 Putting children in danger or at risk of harm;  
 

 Incompetency, use of poor judgment, lack of sufficient skills;  
 

 Lack of professionalism, including breach of confidentiality;  
 

 Falsification of written/electronic time sheets (e-CATS) and/or reports;  
 

 Inaccurate, incomplete, or untimely submission of written/electronic work;  
 

 Failure to seek and/or accept supervision;  
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 Repeatedly unavailable or reporting late for assigned shifts; 
 

 Failure to follow, or purposefully violating, agency policy;  
 

 Lack of participation in coverage; 
 

 Repeated failure to attend mandatory SCR meetings or training sessions without 
notification or just cause;  
 

 Misuse of State property;   
 

 Improper logging in and/or logging out (acting purposefully, to effect eligibility for 
pay);  
 

 Chronic Auxing Out of the system; unavailability for incoming calls/work while on 
duty, without required permission; and/or improper use of the Aux Coding 
System. 
 

 Intentional improper use, or abuse, of the Avaya System. 
 

Grievances and Disagreements Over Adverse Action 2-21-2012 
 
See CP&P-II-D-1-100 for grievance rights and process. 
 
For adverse or other performance-related action taken with respect to a part-time 
Screener or Supervisor that does not involve suspension or removal, or for issues 
related to eligibility or denial to serve SCR part-time, the employee can appeal such 
action to the SCR Administrator or his or her designee. 
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